NAVAIR 5230.3C *x HR L4y24801 0010394 217 M

DEPARTMENT OF THE NAVY
NAVAL AIR SYSTEMS COMMAND
NAVAL AIR SYSTEMS COMMAND HEAOQUARTERS

1421 JEFFERSON DAVIS HWY I REPLY AEFER TO
ARLINGTON VA 22243 NAVAIRINST 5210.3C
AIR-71044
21 Apr 94

NAVATR INSTRU
From: Commander, Naval Air Systems Command
¢ Subj: RECORDS MAINTENANCE AND DISPOSITION

Ref: {z) SECNAVINST 5210.11D, Department of the Navy Standard
Subject Identification Codes

(b) NAVAIRINST 5211.3B, Contract Recoxrds of the Naval Air
Systems Command Headquarters

Encl: (1) Glossary of Terms
(2) Records Disposition Authorizations
(3) Procedures for Transferring Records to and Recalling
Records from the Washington National Records Center

1. Purpose. To provide objectives of the Records Maintenance
and Disposition Program and outline the responsibilities and
procedures for carrying out those objectives.

2. Cancellation. NAVAIR Instruction 5210.3B of 25 April 1989.

3. Scope. This instruction applies to the Naval Air Systems
Command Headguarters (NAVAIRHQ)} and activities receiving NAVAIRHQ
support under operating agreements or by charter, including
Program Executive Officers (PEO’s), the Dire¢t Reporting Program
Manager for Medium Attack (DRPM(AX)), and the Naval Air Warfare
Center (NAVAIRWARCEN). This instruction does not apply to the
PEO for Cruise Missiles Project and Unmanned derial Vehicles
Project.

4. Backgreound

a. SECNAV Instruction $210.8B, Department of the Navy
Records Management Program, includes records maintenance and
dispogition as two components of that program.

bh. B8SECNAV Instruction 5212.5B, Navy and Marine Corps Records
Disposition Manual (Chapters 3 and 5), and its revision, SECNAV
Instruction 5212.5C (Chapters 1, 2, 4, 6, 7, 8, 9, 10, 11, 12,
and 13), prescribe procedures for the preservation, destruction,
or transfer of Navy records. 8Since the former is due to be
incorporated into a subseguent revision of the latter which is
not yet available, updated record retention pericds for the most
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frequently used records are included in this instruction as
enclosure (2].

c. Reference {(a) provideg guidance for classifying and
filing NWavy and Marine Corps racords.

5. Glossary of Texms. A uniform understanding of terminology is
necessary to ensure the proper application of records maintenance
and disposition techniques. Definitions and explanations of
terms used in this instruction are given in enclosure (1).

6. Objectives

a. Development and implementation of improved procedures and
systems for maintenance and maximum utilization of files and
records.

b. Systematic preservation of records because of their
continuing administrative, legal, fiscal, research, scientifie,
historical, or other value.

c. Destruction of temporary records no longer required in
daily business.

d. Systematic removal and transfer of semiactive or
permanent records from high cost space and equipment to the
Washington National Records Center (WNRC).

7. Official Files. NAVAIRHQ, PEO‘’s, DRPM(AX), and the
NAVAIRWARCEN are respongible for preserving records containing
documentation of the organization, functions, policies,
decisions, procedures, and essential transactions of the agency
to furnish the information necesgsary to protect the legal and
financial rights of the Government and of persons directly
affected by the agency activities. NAVAIRHQ maintains a
combination of centralized and decentralized files. Except for
the centralized files listed below, divisions and offices will
maintain official files (unclassified and confidential) of those
subjects and functions under their cognizance. These files will
be maintained and disposed of per reference (a) and enclosure
(2). The following are designated as centralized files:

a. All papers relating to NAVAIRHQ contracts - maintained by
Contract Files (AIR-2112).

b. NAVAIRHQ technical reports - maintained by the Technical
Information and Reference Center (AIR-5004).

c. Secret material - maintained by Communications Management
Section (AIR-71043).

Information Handling Services. DODSTD Issue 98-01.
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8. Respongibilities

a. The Administrative and Support Services Branch {AIR-
7104), Administrative Policy Section (AIR-71044), is responsible
for the following:

(1) Developing and installing new or improved systems for
receiving, organizing, processing, using, and wmaintaining
records; and establishing controls, for routing, filing, and
segregating records.

{2) Recommending retention standards for NAVAIRHQ, PEQO’'s,
DRPM(AX), and NAVAIRWARCEN records to the Commander, Nawval
Computer Telecommunications Command (COMNAVTELCOM) for submission
through the National Archives and Recorde Administration (NARA)
to the Archivist of the United States for approval.

(3) Prior to desgtruction, offering permanent records for
retention to NARA via NAVTELCOM.

(4) Coordinating the destruction of temporary records and
the transfer to stowage of inactive records which have
administrative, legal, fiscal, research, scientific, historical,
or other value. Reviewing on a continuing basis those inactive
records stowed at WNRC to determine those eligible for
degtruction. Obtaining the concurrence of the cognizant office
prior to authorizing the destruction of records.

(5) Coordinating the transfer of records to another
office or to another activity or agency when a function is
transferred.

{6) Evaluating requests for filing equipment for need and
suitability, and conducting surveys for gpecialized filing
equipment. .

{7) Conducting the program, in conjunction with the
Security and Law Enforcement Programs Office {(AIR-07T), to
provide approved and adequate stowage for classified material,
recommending segregation of Secret material and centralized
Secret stowage at office, division, or branch level, where
feagible.

{8) Reviewing and approving requests for microfilwing
records, as well as micrographic systems and equipment.

{9) Advising and aseisting personnel with records
problems.

(10) Advising perscnnel in the creation, use, and
disposition of electronic records and ensuring that such
procedures are followed.

b. The Information Systems Security Branch (AIR-7133) will
assist users in determining the best method for destroying

3
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electronic records and specifying retention periods for
electronic records not covered by this instruction.

c. Addressees are responsible for complying with the
following provisiona:

(1) Breaking files periocdically or upon completion of the
case to facilitate reference to current files and to simplify the
trangfer or destruction of inactive material. Navy files
normally are broken annually and a new file series begun. Case
files that axe closed out on the basis of a completed action,
should be broken and placed in an inactive file upon completion
of the case.

(2) Keeping records of value separate from material of a
transitory nature.

(3) Identifying personal papers as unofficial, filing
them separately from the official records of the office.

(4) Bxtracting from personal papers data pertaining to
official business and making that portion part of the official
records of the office.

(5) Reviewing files on an annual basis and disposing of
inactive material following enclosure (2). Since record material
cannot be destroyed without the approval of the Archivist of the
United States, AIR-71044 must be consulted if the item is not
listed in enclosure (2). The procedures for transferring records
to and recalling records from WNRC are outlined in enclosure (3).
Nonrecord material may be destroyed without further approval at
any time desired.

{6) Consulting with AIR-71044 prior to the transfer of
records to another office or to another activity or agency.

(7) Submitting requests for filing equipment to AIR-71044
for review and approval.

{8) Submitting reguests for new Standard Subject
Identification Codes (SSIC’s) with retention standards numbers
for records not identified in the Navy system to AIR-71044 for
review and forwarding to NAVTELCOM for final approval.

{9) Submitting requests for microfilming records as well
as micrographic systems and equipment to AIR-71044 for review and
approval.

(10) Correctly using the eguipment to create, retrieve,
edit, store, transmit, and dispose of electronic records and
managing the records according to prescribed procedures, and
seeking assistance whenever questions arise concerning electronic
records.

Information Handling Services. DODSTD Issue 98-01.
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d., AIR-5004 is responsible for transferring inactive
technical reports classified through Secret to the WNRC,
following established procedures.

9. PForms. OF-11, Request-Federal Records Center, National Stock
Number (NSN) 7540-00-682-6423; SF-135, Records Transmittal and
Receipt, NSN 7540-00-634-4093; SF135A, Records Transmittal and
Receipt (Continuation), NSN 7540-00-823-7352; and SF-115, Request
For Records Disposition Authority , NSN 7540-00-684-4064 may be
obtained from the General Services Administration’s Customer
Supply Center Catalog.

-

L. F. MILAN
By direction

Distribution: FKAlA (established quantity); others 2 copies
SNDL: FKAlA (Deputy Commanders, Assistant Commanders,
Comptroller, Command Special Assistants, Designated Program
Managers, Directorate Directors, and Office and Divisgion
Directors) ; FKRé

Copy to: (2 copies each unless otherwise indicated)

SNDL: €21 (1 copy):; FKA1lA (AIR-07D A/L (1 copyl, AIR-71044
(3 copies), AIR-71043B (20 copies), AIR-07 {S copies)); FKM27
(NPPSO-NDW C/L)

Stocked: Commanding Officer, Navy Aviation Supply Office,
Physical Distribution Division Code 103, 5801 Tabor Avenue,
Philadelphia, PA 19120-5099
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GLOSSARY OF TERMS

1. Accession Number. A number assigned to the records listed on
each faorm SF 135, Records Transmittal and Receipt. The accession
number is composed of the records group assigned, the last two
digits of the fiscal year (FY), and a four digit sequential
number asgsigned by AIR-71044. NAVAIRHQ, PEO’s and DRPM{AX) are
asesigned to record group 343. NAVAIRWARCEN is assigned to Record
Group 181,

2. Case File. A file containing all papers pertaining to a
specific subject, person, place, or thing. For example, a
personnel case file containing personnel records relating to one
individual, or a contract case file containing papers relating to
one contract.

3. Disposition. The destruction, retirement, transfer, or
preservation of records.

4. Disposal. A term used interchangeably with the term
*dispogition.”

$. Nonrecord Materjal. As defined by law, this includes
"Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra copies of
documents preserved only for reference, and stocks of
publications and of processed documents ..." {(AIR-5004 maintains
the "record" copy of NAVAIRHQ technical reports.) Examples of
nonrecord material are as follows:

a. Stocks of publications and other reproduced documents
maintained for supply purposes.

b. Copies of réproduced oxr processed materials of which
other copies are retained elsewhere for official record purposes.

c. Extra copies of papers preserved solely for convenience
of reference: for example, reading files and "follow-up,*
"tickler," or “"suspense' copies of material that may be destroved
after a brief period.

d. Corregpondence and other records of transitory value that
have neither evidential nor informational value after action has
been completed or that are received for information and require
no action. Some examples of this nonrecord category are as
follows:

(1} Letters or other transmitting papers that add no
significant inforwation to the material transmitted.

{2) catalogs, trade journals, and other documents or
papers received from other government agencies, commercial firms,
or private institutions that require no action and are not a part
of a case upon which an action is taken.

Enclogure (1)
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(3) Working papers, preliminary or intermediate drafts,
reports and related papers, memoranda, preliminary worksheets or
notes, and similar materials that are summarized in final or
other form and do not represent significant steps taken in
preparing record copies of documents.

{4) Shorthand notes, stenographic notebooks, and
stenotype that have been transcribed.

(5) Information copies of correspondence, and memoranda
and other papers that require no adwministrative action.

{6) Charts, diagrams, and other graphic materials
prepared from source material and used for briefings or training.

6. Pergona . As defined by law FPMR 101-11.202-2(d),
this category includes "Papers of a private or nonofficial
character which pertain only to an individual’s personal affairs
that are kept in the office of a Federal official will be clearly
designated by him/her as nonofficial and will at all times be
filed separately from the official records of his/her office. In
cases where matters requiring the transaction of official
business are received in private personal correspondence, the
portion of such correspondence that pertains to official business
will be extractaed and made a part of the official files. . .v¥
examples of personal papers are:

a. All personal private papers that do not contain reference
to official business.

b. Personal diaries, logs, handwritten notes, and memoranda
or tapes of perscnal telephone callsg, provided all official
information has been incorporated in a memorandum for the record
and placed in the appropriate official file.

7. Records

a. As defined by law (44 U.S.C. 3301}, records include "all
books, papers, wmaps, photographs, machine readable materials, or
other documentary materials regardless of physical form or
characteristics, made or received by any agency of the U.S.
Government under Federal law or in connection with the
transaction of public business and preserved or appropriate for
preservation by that agency or its legitimate successor as
evidence of the organization, function, policies, decisions,
pracedures, operations, or other activities of the Government or
because of the informational value of the data contained
therein." Records may not be destroyed legally without authority
from the Archivist of the United States. Criminal penalties are
provided for the unlawful removal or destruction of records (18
U.s5.C. 2071) and for the unlawful disclosure of certain
information pertaining to national security (18 U.S.C. 793, 794,
and 798) .

Enclosure (1)
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b. Electronically recorded data that wmeet both of the
following conditions are Federal records:

(1} They are made or received by an agency of the United
States CGovermment under Federal law or in connection with the
transaction of public business; and

(2) They are preserved or are appropriate for
preservation as evidence of agency activities or because of the
value of the information they provide.

8. Electronic Records. Records stored in a form that only a
computer can process. Also called machine readable records or
automatic data processing records.

9. Electronic Records System. Any information system that
produces, processes, or stores data or information by electronic
devices. Computers and word processors are examples of egquipment
that produce electronic records.

10. Information System. The organized collection, processing,
transmission, and dissemination of information per defined
procedures, whether automated or manual.

11. Optical Disk. A noncontact random-access disk tracked by
optical laser beams and used for mass storage and retrieval of
digitized text and graphics (sometimes called an optical digital
disk). Types include WORM (Write Once Read Many), CD-ROM
(Compact Digk - Read Only Memory), CD-1 (Compact Disk -
Interactive), and erasable disks.

12. Records Group. The number assigned by WNRC to the records
of the transferring agency, examples inclyde: NAVAIRHQ and

PEO's - 343, Bureau of Naval Weapons - 402, Bureau of Aercnautics
- 72, and NAVAIRWARCEN - 181.

13. Recgords Maintenance and Disposition Technigues. The
systematic pregervation and security of valuable records and the
orderly disposal (either through destruction or transfer to a
records center) of those records that have outlived their use-
fulness to current operations.

14. Retention Standards. A description of a series of records
and a definite period for them approved by the Secretary of the
Navy following current law or regulation. The retention period
may be of temporary oxr permanent duration.

15. Serieg of Recordgs. A block of records having the same
disposal authority and the same disposal date.

16, Record Repositories. NAVAIRHQ, PEQ, DRPM, and NAVAIRWARCEN
records are stored at the WNRC (pending destruction or transfer
to NARA as appropriate). NAVAIRHQ, PEQ, DRPM, and NAVAIRWARCEN
records stored at the WNRC remain under the custody of NAVAIRHQ

Enclosure (1)
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and may be recalled at any time by AIR-71044. Permanent records

transferred to NARA become the custody of NARA and cannot be
recalled without prior approval of NARA.

Enclosure (1)
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RECOR DISPOSITION A RIZATIONS

1. The disposition authorizations listed in this enclosure are
excerpts from SECNAV Instruction 5212.5B (chapters 3, and 5};
SECNAV Instruction 5215.5C [chapters, 1, 2, 4, 6, 7, 8, 10, 11,
12 and 13) and the General Records Schedule (GRS).

a. Attachment A contains excerpts from Chapters 3 and 5 of
SECNAV Instruction S5212.5B and Chapters 2, 4, 7, of SECNAV
Ingtruction 5215.5C. Bracketed items were taken from GRS to
cover nonrecord material which may be destroyed when it has
served its purpose.

b. Attachment B contains excerpts from Chapter 7 of SECNAV
Instruction 5215.5C.

¢. Attachment C contains Chapter 13 of SECNAV Instruction
5212.5C.

d. Attachment D contains excerpts from GRS 20 and 23 that
apply to managing electronic records.

Enclosure (2}
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NAVAIRINST 5210.3C
21 Apr 94

Attachment B
Enclosure {(2)

Excerpt from SECNAVINST 5212.5C
Part IIY -- Retention of Standards
for Naval Records

Pages 11I-7-29 through I1I-7-38

attachment B
Enclosure (2)
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18 FEB 1588

PART III

RETENTION STANDARDS FOR
NAVAL RECORDS

Note: National Archives and Records Adminjstration (NARA) jeb
numbers (e.g., N1-WU-86-4) and General Records Schedule (GRS)

numbers (e.g., GRS 5.4) are clted throughout Part III. These

numbers are incorporated for NARA use only.
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PART III

RETENTION STANDARDS FOR
NAVAL RECORDS

Hota: National Arcnives and Records Administration (NARA) job
-numbers {e.g., N1-NU-86-4) and General Records Schedule - (GRS)

numbers {e.g., GRS 5.4) are cited throughout Part III. “These
nurbers aze incorporated for NARA use only. -
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Attachment D
Enclosure (2}

Excerpts from General Records
Schedule 23 and 20

Records Common to Most Offices Within Agencies
and
Electronic Records

Attachment D
Enclosure (2}

Information Handling Services. DODSTD Issue 98-01.



NAVAIR 5210.3C xx ER b424A0) 0010459 OT3 Wm

Transmizzal Ma. 2 3aneri’ Rzcords Schedule 23
QOcctober 30, L3382

GENERAL RECORDS SCHEDULE 23

Records Common to Most Offices Within Agencies

This schedule provides Eor the disposal of cerszin records commen to most offices
in Pederal agencies. It covers administrative subject files:; facilitative
records such as suspense files, tracking and coatrol records, calendars, and
indexes; and transitory documents; as vell as certain types of records created in
elecrrouic form on stand-alone or networked micro-and mini-coamputars.

ffice Administrative Files described under item 1 are records rerained by an
originating office as its record of initjarion of an actior, raguest, or response
to requests for information. This item may be applied only to separate adminis-
trative files containing such records as copies of documents submicted to other
offices for action including budget feeder documenzs, pucchase orders, training
requests. Item 1 may not be applied to files that also conrain program records,
and it may not be applied by an office that receives and takes action on
documents submicted by other offices.

IT=H

NO. PESCRYZTTION OF RECORDS iy 2 ISPOSITION

1. oOff] dpinistrative Files.
Records accuamulated by individual Destroy when 2 years old, ar
offices that relate to the internal when no longer needed,
administration or housekeeping acti- whizhever is sooner.

vities of the office rather than the
functions for wvhich che office exists.
in general, these records relate to the
office orgaaization, staffing, proce-
dures, and coomunications; the expend-
iture of funds, including budget
tecords; day-to-day administration of
office persomnel including training and
travel; supplies and office services and
equipment requests and receipts; and the
use of office space and utilities. They
may alsc include copies of internal
activity and vorkload reports (including
vork progress, statistical, and parra-
tive reports prepared in the office -and
forvarded to higher levels) and other
materials that do not serve as unigue
documentation of the programs of the
office.

[NOTE: This schedule is not applicable to the record copies of organizational
charts, functional scatements, and related recozds that document the essential
organization, scaffing, and procedures of the office, vhich must be scheduled
prior to disposition by submitting an SF 115 to NARA.)
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Traasmitz2l Ho.
Occaber 310, 1%33

CRIPLIGN OF 25CORDS

Vg-d Procassing Files.

Documents such as letters, messages,

memoranda, reports, handbooks, direc-
- tives, and manuals recorded ¢n elec-

tronic media such as hard disks or

floppy disketcas:

a. %hen used to produce hard copy which
is maintained in organized files.

¥hen maintzined cnly in electronic
form, 2nd cduplicare the information
in and take the place of records
that would othervise be maintained
in hard copy providing that the harzd
copy has been authorized for
destcuction by the GRS ar a WARA-
approved SF 115.

Adaini jve Dat ases.

Data bases that support administrative
or housekeeping functions, containing
information derived f£roa hard copy
recnrds authorized for destruction by
the 535 or a NARA-approved SF 115, if
+he hard copy racords are maintained in
organized files, aad hard-copy printouts
from these data bases created for short-
term administrative purposes.

Elecrronic Spreadsheecs.

Spreadsheets that are recorded on
eleccronic media such as hard disks or
floppy diskettes:

a. When used to produce hard copy which
is maintained in organized files.

chedule 23

“

AUTHQIZED DISPOSITION

Delere vhen ung longer
create a hard copy.

needed to

Delete after the expiration of
the rectention period authorized
for the hard copy by the GRS or
a NARA-approved ST 1ll15.

Delere information i~ the data
base when no lLonger needed.

Delste whent no loager needed to
update or produce hard copy.

Information Handling Services. DODSTD Issue 98~01.
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Transmozzal S, 2 fimnezal 2ncords Schedule 23
Qcrober 33, 1333

ITEM
NQ_. z I2TTON oF RTCO AUTHORIZED DiS20SITION

b. ¥hea m2aintained only in electromic Delete afcer the expiration of
fora, the retention period authorized

for the hard copy by the GRS or
a NARA-approved SF 115. If the
eleccronic version replaces
hard copy records with dif-
fering retention periods, and
agency saoftvare does not read-
ily permit selective deletion,
delete afrer the langest
retention period has expired.

S. Schedules o a2ily Astivities.

Calendars, appoirtment books, schedules,

logs, diaries, znd other records docu-

menting meetings, appointments, tele-

phone calls, trips, visics, and other

activities by Federzl empioyees while

serving in an official capacity, created

aand maincained iac hazd copy or electron-

ic form, EXCLYDING materials determined

to be personal.

a. Records containing substantive in- Destcoy or delete vhen 2 years
formacion relating to official acti- old.
vities, the subscance of which has
not been incorpcrated into official
files, EXCLUDING records relating te
the official activicies of high
government officials (see note}.

[NOTE: High level cfficials include the heads of departments and independent
agencies, their deputies and assistants: the heads of program offices and staff
offices including assistvant secrecaries, adaministrators, and commissioners;
directors of offices, bureaus, or equivalent; principal regional officials: staff
assistants to those aforementioned officials, such as special assistants, confi-
dential assistants, and adoinistrative assistants: and career Federal employees,
political appointees, and officers of the Armed Forces serving in equivalent or
comparable positions. Unique substantive records relating to the activities of
these individuals must be scheduled by submission of an SF 115 to NARA.}

b. Records documenting routine zctivi- Destroy or delete when no
ties contining no substantive infor- ionger needed.
mation and records containing sub-
stantive informacion, the substance
of vhich has been incorporated into
organized files.

Information Handling Services. DODSTD Issue 98-01.
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Tecansmitcal flo. 2 Gen=2ral Recovds Scneduls 23
October 30, 1943

ITEM
NO. SCRIZ2TION OF RE & AUTHS E ISPOSITION

6. Suspense Files.

Daocuments arranged in chronological

. arder as & reainder that an action is
required on a given date or that a reply
to action is expected and, if not
received, should be traced on a given

date. )

a. A note or other reminder to take Destzoy after action is raken.
action.

b. The file copy or an extra copy of an Yithdrav documents when repiy
outgoing communication, £iled by the is received. (1) If suspense
date on which & zeply is expected. copy is an excra copy, destroy

immediately. (2) If suspense
copy is the file copy, incozr-
porate it into the official

files.
Documents of short-term interest which Destroy vhen 3 months old, or
have no documentary oz evidential value vhen no longer needed, uwhich-
and normally need no: be kept more than ever is soaner.

90 days. Examples of transitory corres-
pondence are shown below.

a. Routine reguests for information or
publications and copies of replies
vhich require no adminiscrative
action, no policy decision, and no
special compilation or research for
reply.

b. Originating office copies of letters
of transmittal that dc not add any
information to that contzined in the
transmitted material, and receiwving
office copy if filed separately from
transmitted material.

¢. Quasi-official notices including
memoranda and other records that do
not serve as the basis of official
accions, such as motices of holidays
or charity and velfare furd appeals,
bond campaigns, and similar records.

Information Handling Services. DODSTD Issue 98-01.
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Traansmiczal No. 2
October 30, 19328

ITEY

NO. DESCRIPTION OF RTCORDS

8. Tracking and Contzol Records.

Logs, registers, and other recards in
hard copy or electronic form used to
control or document the status of
correspondence, repor:s, or other
records that are authorized for
destruction by che GRS or a MARA-
approved SF 115.

9. Finding Aids (or indexes).

Indexes, lists, registers, and othec
finding aids in hard copy or electronic
form used only to provide access to
records authorized for destruction by
the GRS or a NARA-approved SF 115,
EXCLUDING records containing abstracts
or other information that c¢an be used as
an information source apart from the
related records.

General Records Schedule 23

AUTHORIZED DISPQSITICON

Destroy when no longer needed.

Destroy or dalete with the
relatad recaords or sooner Lf mo
longer needed.

Information Handling Services. DODSTD Issue 98-01.
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GINERAL RZCORDS SCHIDULE 20
fieccronic Records

This schedule provides Jdisposal authorization for certain electronic records and
specified hard-copy (paper) or microform recovds that are inregrally related to
the electronic records.

This schedule applies to disposable electronic records routinely stored om
magnetic media by Federal agencies in central data processing facilizies,
including ones operated for agencies by contractors. It covers reccrds created
by computer operatqrs, prograamers, analysts, and systeas administrators in order
to store and maintain computar files in such facilities:; certain master files,
including some that are components of daca base management systems: and certsin
€iles created from master files for specific purposes. Items covering disposable
electronic records produced by end users in office auromation applicazioms (e.g.,
word processing files, certain text files, and data bases developed on personal
computers in support of adeinistrative functions) are included in Genesral Records
Schedule 23, Records Common =0 Most Offices Within Agencies. GRS 20 and 23 da
not cover all electronic records. Electronic records not covered by iteas in GRS
20 or GRS 23 may not be destroyed unless authorized by a Standard Form 115 that
has bean approved by the National Archives and Records Adainistration (NARA).

The records covered by several of the items in this schedule are authorized for
erasure or deletjionm vhen no longer needed. NARA could not establish a more
defirite retention that would be apprepriate in all applications. The agenecy
skould, when appropriate, determine a more specific disposition instrucction, such
as "Delete after X updatze cycles® ar "Delete when X years old,® for inclusion in
its records disposition directives or manual. NARA 2pproval is not n2eded to set
retention periods for cecocds authorized for destruction when no longar needed by
the GRS. .

Trems 2a and 1la (in parc) of this schedule apply to hard-copy orx microform
records used in conjunction with electronic files. Item 1 also covers printouts
produced to test, use, and maintain master files. Items 10 and 11 of this
schedule should be applied to special purpose prograas and documentation for
disposable electronic records regardless of the medium in which such
documentation and programs 2xist.

Information Handling Services. DODSTD Issue 98-01.
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Transmiztal Mo. 2
Occober 39, 1939

1TEM
NG, DESCRIPTION OF 3ISCORDS

1. T3 ords Created i ral
Fa ies to Crea Use i
Master Files.

a. Electronic files or recocds created
saolely to test system performance,
as well as hard-copy printouts and
related documentation for the
electronic files/records.

b. Eleccronic files or records used to
create or update a master file,
including. but rot limited to, work
files, valid transaction files, and
incermadiate inputz/ourput records.

¢. Electronic files and hard-copy
rintouts created to monitor systeam
usage, including. but not limited
to, log-in files, passwvord files,
audit trail files, system usage
files, and cost-back files used to
assess charges for system use.

2. Input /Source Records.

a. HNan-electronic documents or farms
designed and used solely to create,
update, or msodify the recoxds in an
electronic medium and not required
for audit or legal purposes {(such as
need for signatures) and not pre-
viously scheduled for permanent
retention in a NARA-approved agency
records schedule.

b. EBlectromic records, except as noted
in item 2c, entered into the system
during an update process, and not
required for audit and legal
purposes.

Ganaral Zzoords Schedule 20

AUTHOIIZED DISPOSITION

Deleta/destroy vhen ro longer
needed.

Delete after information has
been transferced ta the master
file and verified.

Delete/destroy vhen no longer
needed in accordance with sound
business practice and agency
standard operating procedures.

Descroy after the information
has been converted to an elec-
tronic medium and verified, or
vhen no longer needed to sup-
port the reconstruction of, or
serve as the backup ro, the
master file, vhichever is
lacer.

Delete vhen data have been
entered jinto the master file or
data base and verified, or when
no longer required to support
reconstruction of, or serve as
back-up to, a master file or
data base, whichever is later.

Information Handling Services. DODSTD Issue 98-01.
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Transmictal No. 2
October 20, 1989

ITEM
NQ. DESGRIPTION OF RECO?

. Electronic records received from
anoches agency and used as input/
source records by the receiving
agency, EXCLUDING recozds produced
by another agency under the cerms of
an interagency agreement, or records
created by another agency in res-
ponse to the specific information
needs of th: receiving agency.

d. Computer files or records containing
uncalibrated and uavalidated digital
or analeog data collecced during
observation or rceasurement activi-
tiss or research and development
prograas and used as input for a
digital master £ile or data base.

3. Master Files, (Inclcding Master Files
that are Components of Data Base
Hanagement Svstemsd) Relacring to
Adminiscrative Functions.

Master files chat:

a) replace, in vhole or in part,
adminiscrative records scheduled for
disposal under one or more items in
GRS 1-16, 18, 22, or 23; and

3) consist only of the sape information
as is contalned in all or portiens
of the disposable recocds it
replaces or duplicates;

EXCLUDING those that replace or

duplicate the following GRS items: GRS

1, items 1, 21, 22, 25f; GRS 2, item 17;

GRS 1%, item 3; and GRS 18, item 5.

Ganeral &ecords Schedule 20

AUTHORIZED DISPOSTTION

Delete when datz have bheen
entered into the master file or
data base and verified, or vhen
no longer needed to support
teconstruction of, or serve as
back vp to, the master file or
data base, wvhichever ig later.

Delete after the necessary data
have been incorporated into a
master file.

Delete afrer the expiration of
the retention period authorized
for the disposable hard copy
file or when mo loager needed,
vhichever is lacer.

Information Handling Services. DODSTD Issue 98-01.
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Traasamittal No. 2 General! Records Schedule 20
October 30, 1989

ITEY
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

&, Data Files Consiszing of Svomarized
Informatijon.

Records that contain summarized or Delete when no longer needed
aggregated information created by com- for cuzrent business.
bining daca elements or indiwvidual
observations from a single master file
or data base that is disposable under a
GRS item or is authorized for deletion
by a disposition job approved by WARA
afrer January 1, 1988, EXCLUDING data
files that are:
a) created as disclosure-free files to
allov public access ro the dats; or
b) created from a mas:zar file or data
base that is unscheduled, that was
scheduled as permanent but no longer
exists, or can nc longer be
accessed;
vhich may not be destroyed before
securing NARA approval.

3. Records Consisting of Extracted

Zlecironic files consisting solely of Delere when no longer needed
records extracted from a single master for current business.

file or data base that is disposable

under GRS 20 or approved for deletion by

a NARA approved disposition job, .

EXCLUDING extracts that are:

a) produced as disclosure-free files to
allov public access to the data; or

b) produced from a master file or daca
base that is unscheduled, or that wvas
scheduled as permanent but no longer
exists, or can noe longer be accessed;
or

c) pxedoced by an extraction process
vhich changes the informational
content of the source master file or
data base;

vhich may not be destroyed before

securing NARA approval. Feor priant and

technical reformat files see items 6 and

7 respectively.

Mnformation Handling Services. DODSTD Issue 98-01.
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OQctober 3G, 1989

ITEM
NO. DESCRIPTION OF ZECOROS AUTHORTYZED CiSPGSITION

6. Print File.

Electronic file extracted from a master Delete when no longer needed.
£€ile or data base without changing it
. and used solely to produce hard-copy
publications and/ocr printouts of tabula-
tions, ledgers, regiscers. and reports.

7. Technical Reforaat File.

£lectronic file consisting of data Delete vhen no longer needed.
copied from a master file or Gata base

for the specific purpose of informacion

interchange and vritcen vith varying

technical specifications, EXCLUDING

files created for trzansfer to the

National Archives.

8. Securiry Backup File.

Electrenic file consisting of data
identical in physical format to a master
file or data base and retained in case
the master file or data base is damaged
or inadvertencly erased.

a. File identical to records scheduled Delete when the identical
€or transfer to the National cecaords have been transferred
Archives. _to the National Azchives and

successfully copied, or vhen
replaced by a subsequent
security backup file.

b. File identical to records authorized Delete vhen the identical
for disposal in a MaRa-approved records have been deleted, or
records schedule. wvhen replaced by a subsequent

security backup file.

10
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October 30, 1939

ITEM
Q. DESCRIPTION OF RECZIADS AUTHORIZED DISPASTIT

9. Finding Aids f(or indexes).

Electronic indexes, lists, registers, Delete vith related records or
and other finding aids used only to vhen no longer needed,
provide access to records suthorized for vhichever is :ater.

destruction by the GRS or a NARA

approved SF 115, EXCLUDING records con-

taining abstraccs or other informaticn

that can be used as an information

source apart from cthe related records. -

10. Special]l Purpose Proz-ams.

Application softuvace necessary solely to Delere when related master file
use or maintain a mascter file or data or data base Ras beea deleted.
base authorized for disposal in 2 GRS

item or a NARA-approved records sched-

ule, EXCLUDING special purpose software

necessary to use or nzintain any un-

scheduled mascer file or data base or

any waster file or data base scheduled

for transfer to the Naticnal Archives.

1. o e on.
Data systems specifications, file speci- Destroy or delete vhen super-
fications, codeboaks. record layouts, seded or obsolete, ar apon
user guides, output specifications, and authorized destruction of
final reports (regazdless of medium) related master file or data
relating to a master file or data base base. )

that has been authorized for disposal in
a NARA-approved records schedule, EXCLU-
DING documentation relating to any
unscheduled master file or data bass or
zelating to any master file or data base
scheduled fo: transfer to the Natiomal
Archives. )

[NCTE: See item la of this schedule for documentation relating to system
resting.)

11
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PRQCEDURES FOR TRANSFERRING RECORDS TO AND RECALLING RECORDS FPROM
THE WASHINGTON NATIONAL RECORDS CENTER

1. Selecting Material. Prior to the transfer of records to
WNRC, material created or accumulated by a division or office
should be screened for record value following enclosure (2} and
security classification. Records that do not require a 3 year
retention at WNRC will not be accepted by WNRC. If disposition
authorizations given in enclosure (2} do not cover records,
consult ATIR-71044 to determine disposal authority. Wherever
possible confidential and unclassified records should be
transferred under separate accession numbers.

a. Record Matexjal i
(1) Ensure that material is returned to the designated
of ficial centralized file as prescribed in paragraph 6 of the
basic instruction.

{2) Consult AIR-71044 on questionable items to determine
whether the material is eligible for destruction or must be
transferred to WNRC,.

b. Nonrecord Material should be destroyed unless
circumstances require its retention. When justified, the
material may be transferred to WNRC.

2. Optical Digk. Because of the hardware and software
dependency of current optical disk systems and the absence of
standards that ensure portability of data from one system to
another, NARA can not accept permanent records stored on optical
disks at this time. Until the development of data portability
standards, permanent records stored on optical disks must be
transferred to National Archives on paper, microforms, or
magnetic tape. Microforms must conform to the requirements of 36
CFR part 1230, and magnetic tape must conform to the requirement
of 36 CFR 1228.188. Agencies may use optical disk systems for
the storage and retrieval of permanent records while the records
may be destroyed after copying onto an optical disk without
NARA’'s approval.

3. Magnetic Tape or other Magnetic Media

a. To ensure that permanently valuable information stored on
magnetic tape or other machine-readable media that has been
designated for preservation by NARA is maintained on a direct
access storage device, the title shall be written on new or
recertified one-half inch 7 or 9 track tapes, written in ASCIT or
EBCDIC, with all extraneous control characters removed from the
data (except record length indicators for variable length
records, or marks designating a datum, word, field, block or
file, blocked no higher than 30,000 bytes per block, at 800,
1600, or 6250 bytes per inch. The tapes on which the data are
recorded shall be new or recertified tapes which have been passed

Enclosure (3)
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over a tape cleaner before writing and shall be rewound under
controlled tension.

b. Documentation adequate for servicing and interpreting
machine readable records that have been designated for
preservation by NARA shall be transferred with them. This
documentation shall include, but not necessarily be liwmited to
completed SF 277, Computer Magnetic Tape File Properties, or its

equivalent.
4, Preparing Transmittal Forms. SF-13S, Records Transmittal and

Receipt, and SF-135a, Records Transmittal and Receipt
(Continuation), are designed to require a separate accession
number and complete descriptive information for each "series of
records! transferred. A geries of records is a block of records
having the same disposal authority and the same disposal date.
Each series will be a separate entry in WNRC’s automated
inventory system., Detailed instructions for completing the forms
are printed on the reverse side of 8F-135. Ensure that records
are listed in the same order as they are arranged in the boxes.
Ensure electronic media is appropriately noted in the series
description as shown in attachment A to this enclosure. For
permanent records a box-by-box description on the SF-135 must
agree with the content of the boxes. Prepare an original and
three copies of SF-135 as shown on enclosure (3) attachment A.
Consult AJR-71044 for assistance if needed.

5. Packing Records for Trangfer. Request cartons from the

Communications Management Section (AIR-710432}, The carton
measures 15 by 12 by 10 inches and holds 1 cubic foot of letter -
size or legal-size material. Avoid transferring less than 1
cubic foot of records. Pack the letter-size documents on the 12
inch side of the carton, and the legal-size on the 15 inch, The
carton for magnetic tape measureas 14 3/4% x 11 3/4" x 11 3/4".
Consult AIR-710432 concerning cartons for shipment of odd-size
material. Records should be retained in their present seguence
and placed in the carton in file order as listed on the SF-135.
Seal bottom of all cartons with nylon filament tape and interlock
top flaps to seal boxes.

6. Marking Cartons. The standard shipping carton does not have
a preprinted label. Use a black felt marker to label. Mark each
carton in the shipment with the assigned accession number in the
upper left corner of the front (small end) of the box. Place box
number in the upper right corner of the front of the box (for
example, 1-5, 2-5, 3-5, etc¢.) as shown on enclosure (3),
attachment B. If the box is classified, mark the security
classification on the box.

7. Transfer Arrangementsg and Responsibilities. Submit the
original and three copies of SF-135 and SF-135A to AIR-71044. Do

not put copies of the form inside boxes to be transferred. AIR-
71044 will assign the accession number, verify the disposal
authority, sign in block 2, and send the original and two copies

Enclosure {3)
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of 8F-135 and SF-135A to WNRC prior to pickup of the records. At
this time, the cartons of records should be delivered to room
208, JP-2, for pickup by WNRC. If the transferring office cannot
deliver the packed cartons to room 208, JP-2, pickup should be
requested of AIR-710432 a day in advance of desired pickup. A
copy of SF-135, including location information, will be returned
to the transferring office after pickup of the records by WNRC.

8. Recalling and Returning Records. WNRC will £ill reguests
. within 24 hours after receipt. Normally, requested records are
forwarded via U.8. Post Office or United Parcel Service.

a. Offices transferring material may recall such records on
temporary loan basis, by completing and submitting to AIR-71044
OF-11, Reference Request-Federal Records Centexr. The description
of records, records group, accession number, box number, and
location information is taken from the SF-135. The return
address must include the code of the requester, agency, room
number, and street address. When the records are no longer
needed, offices will gdeliver them to room 208, JP-2 for pickup by
WNRC.

b. Requests for the loan of material from centralized file
locations such as AIR-71043 and AIR-5004 will be made through the
office responsible for their maintenance.

¢. Requests for permanent or indefinite withdrawals (over 30
days) should be made in writing to AIR-71044.

Enclosure (3)
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PACKING AND LABELING CONTAINERS

Btapled
End

47-78-0028 1 47.780028 2
of 10 of 10

e Ascersion ——’
Number / t 0 »
4-3/4" I
. :?: \ ! Ei, \ | )
umber \\‘l _—_',[g-—-i Tups, 1'9 in. long ___-=El""_

12~ [ 3in. wide, over-

lapping 2 in.

CLOSING AND SEALING BOXES

S I .

Each standard transfer carton equalas 1 cubic foot.
Each full letter-size file drawer equals 1-1/2 boxes.
Fach full legal size drawer equals two boxes.

Attachment B
Encliosure (3)

Information Handling Services. DODSTD Issue 98-01.



NAVAIR 5210.3C xx BN Lu42480) 0010478 TS5 N

NAVAIRINST 5210.3C
21 Apr 94

This Page Intentionally Left Blank

Attachment B
Enclosure (3)

“
Information Handling Services. DODSTD Issue 98-01.



NAVAIR 5210.3C %% N bL42480} 0010479 89) N

NAVAIRINST $210.3C
21 Apr 94

CARTON FOR MAGNETIC TAPE

47-78-0029 1of10

11 44"

14 3/4° !

\\\\‘\‘-F——-” 11314* ~——P»
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